Your First Resume
Free first-resume template and two filled examples from all-docs.net. No signup. One page is right, and it is fine if it does not quite fill the page: do not stretch the formatting to reach the bottom.
Turn what you have done into resume lines
Every entry needs the same shape a job entry uses: what you did, at what scale, with what result.
Helped at the family shop on Saturdays  ->  Served 60-plus customers a day, handled cash and card payments, and reconciled the till at close
Was treasurer of the debate club  ->  Managed a 1,200 dollar annual budget for a 30-member club and reported at monthly meetings
Did a final-year project on air quality  ->  Collected and analysed 11 months of sensor data in Python, presented findings to a faculty panel
Volunteered at a food bank  ->  Coordinated weekend distribution for 40 families and trained four new volunteers
Ran a class group chat and schedule  ->  Coordinated schedules and shared materials for a cohort of 45 students
Template
[YOUR NAME]
[City]  |  [Email]  |  [Phone]

SUMMARY
[Two lines: what you have studied or done, what you can already do, and the role you want.]

EDUCATION
[Qualification, institution, dates, result if it helps.]
[Relevant modules or subjects that match the job.]

PROJECTS
[Project name] - [What you did, at what scale, and what came of it.]

EXPERIENCE
[Role - Organisation, Location]
[Dates, and "part time" or "volunteer" where that applies]
- [What you did, with a number attached.]
- [Something you improved, trained, or were trusted with.]

SKILLS
[Software, languages, certifications, practical skills.]

ACTIVITIES
[Only where it shows leadership, consistency, or a skill.]
Example 1: recent graduate
LEO FERNANDES
Manchester  |  leo.fernandes@example.com  |  07700 900318

SUMMARY
Marketing graduate with analytics coursework and a six-month placement running paid social for a retail brand. Comfortable in GA4 and Excel, and used to reporting numbers to people who did not commission them.

EDUCATION
BA Marketing, University of Salford, 2023 to 2026. Upper second class honours.
Relevant modules: consumer analytics, digital campaign management, market research methods.

PROJECTS
Final-year campaign study - Analysed 14 months of campaign data for a local gym chain, identified that 60 percent of spend went to an audience that never converted, and presented a reallocation plan to the owner, who adopted it.

EXPERIENCE
Marketing Placement - Halden Retail, Manchester
June 2025 to December 2025
- Ran paid social for three product lines with a monthly budget of 4,000 pounds.
- Built the weekly performance report the team still uses, cutting the reporting time from a day to about an hour.
- Wrote copy for 40-plus ads and tested headline variants, lifting click-through from 1.1 to 1.7 percent.
Bar Staff - The Old Mill, Salford
September 2023 to May 2025 (part time)
- Worked 20 hours a week alongside full-time study, handling cash and closing the till.

SKILLS
GA4, Meta Ads Manager, Excel (pivot tables, lookups), SQL basics, Canva. English, Portuguese.
Example 2: school leaver, no degree
HANA BEKELE
Birmingham  |  hana.bekele@example.com  |  07700 900204

SUMMARY
School leaver with two years of weekend retail experience and a volunteering role that involved scheduling and record keeping. Applying for the business administration apprenticeship at Cordell Group.

EDUCATION
Kingsbury Academy, Birmingham, 2021 to 2026.
A-levels: Business Studies (B), English (B), Geography (C). GCSEs: 7 passes including Maths and English.

EXPERIENCE
Sales Assistant - Fairlane Stores, Birmingham
March 2024 to present (weekends)
- Serve 80-plus customers on a Saturday shift and handle cash and card payments.
- Trained two new staff members on the till and the returns process.
- Asked to open the store alone on Sundays from January 2026.
Volunteer Coordinator Assistant - Northside Community Centre
September 2024 to present
- Keep the weekly rota for 18 volunteers and confirm attendance by phone and message.
- Log donations in a spreadsheet and produce the monthly total for the centre manager.

SKILLS
Microsoft Excel and Word, cash handling, rota scheduling, customer service. Amharic and English.

ACTIVITIES
School netball team, 2022 to 2026. Team captain in the final year, organising travel for 12 players.
Leave off
An objective statement ("seeking a challenging position"), "references available on request", skills you cannot demonstrate, and padding. Include a grade or GPA only when it is strong or your field expects it, and drop it once you have a couple of years of relevant work.

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/resume/writing-your-first-resume/
